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WIAB 09-08

DATE: June 10, 2009

TO: All WIA Subrecipients

FROM:  Joni Booth, Chief, Accountl‘ﬂg‘v

SUBJECT: WIA Participant Accruals for Program Year 2008

The WIA participant payment system will close on June 29, 2009 for this program year
ending June 30. All program/title payments made by 2:00 p.m. on June 29 will be
reflected in the system (if a payment does not appear, it has not been paid). On June 30,
the system will begin generating accruals for payments not made.

The accrual system will open July 1 and close July 2 by 1:00 p.m. Mountain
Daylight Time. All WIA case managers will have the opportunity to view and modify
system accruals and to enter accruals not shown (see box below).

Remember, accruals should be made for unpaid participant expenses that have actually
occurred on or before June 30. Also, the system will accrue to the participant completion
date. So, verify completion dates before the system closes, which will reduce accrual
changes.

Please direct any questions or problems to your regional liaisons.

TO VIEW & MODIFY ACCRUALS

Logon to the WIA Management Information System (MIS)
https://labor.idaho.gov/applications/wia/login.asp
(Security clearance is required)

Select Accounting/Payroll, followed by WIA Participant Manual Accruals.
Then follow the instructions in red on the screens.

The screens are designed to be generally self-explanatory. However, more detailed instructions
are shown in the illustrations below, if needed.
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WIA Main Menu | Please choose a function below
Client Inquiry |

|
l — m—
| L"—’Mﬂ | Participant Pavroll Information
| Querview of Client | Participant Accrued Expenditures
[ Accounting /Payroll |
— Accounts Payable:
| peLe | Payee Search by Vend
ST o Payee Search by Vendor
[ j Numher/SSN

e Alphahetic Payee Search

State Vendor File:

¢ Vendor Search by Vendor
Number/SSN
e Alphabetic Vendor Search

WIA Fimancial Reports

WIA Participant Manual Accruals
"-,_‘_\-

Select VWA Participant Manual
Accruals
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PARTICIPANT EXPENDITURES AND ACCRUALS
6/24/2003 2:33.35 PM -- - Update is Enabled--Userid=bhoyd

FOLLOW INSTRUCTIONS IN RED - Enter part or all of the SSN, Click

here. The nesxt page will bring ug
= L Em———— &l that match the selected criteris,
1 - Enter all or part of SSN or Fxrst Name or Last Na.me Then chck o

|

Suclal Security Numher Flr.st_ Name ‘ Last Name ; Get Participant | l
I - ==

!

688 E] |  ClearSSNMNames |

|

PARTICTPANT EXPENDITURES AND ACCRUALS
6/25/2003 1:35:50 PM — - Update is Enabled-Userid=bboyd

FOLLOW INSTRUCTIOINS IN RED

‘- 1 - Enter all or part of SSN or First Name or Last Name. Then click on ‘Get Partu:lpant %

‘Suclal Secmtyl‘?umberl First Name } Last Name | ~ GetParticipant J i
‘ 566 i] | ClearSSN/Names H.
N " First | Last ’

i S8 | Name Name

'asasaaaa é’f’.éFFANIE( DUCK l

Click On The SSM
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| 1 - Enter all or part. of S8 ar First N ame or last Name. Then chck on 'Get Parnapant

|Sucxal Security Number] First Name Last Name ‘ Get Patticipant I
| | 86868636 [ETEFFANEE __ |DUCK ; Clear SSN/Names |

2 - Click on one of the ("ost Categuries helow te show detail.

ﬁ"rugram' : Fund l Cust | Cash | Total TntalAccrued{
S Site

SN | Ye EWIBISEE Number ‘(}hhgatmns Exp endltures IAccma.ls IExpenﬂ.ltures
2002 | 33308 | xXx15411 | G |  $100)  $090| $000|  $090
- | 2002 | 3mzos | or21411 | $1,089.00]  $11975|  $0.00 f' 511975
| | 2002 | 33308 | X0L21411 | so.e| $270|  $0.00] £270
' | 2002 | 33308 | 321411 [ socg| $27.00 | mﬁoi $27.00

2002 | 3m308 | xx21411 N | 5000 §755.00 $3,02000,  $3,775.00
. | mo02 [3ms0e | xxo1411 /X | 0000 $12895) 000  $12895
| 2002 | 33308 | 8000  $5400| $0.00)  §54.00
[T 2008 | e | eotheOotCatesorrye | ggg.00 [ 847000 9000 #7000

s

$0.00)  $156.95  $0.00 \ $156.95

Or add a line (Cost Category] to

v S 5 e 1 ! $0.00|  $129.95) $0.00]  $12995
“Z-TZ0Z T 358 | YY4ldin | ¥ | $0.00) 85400/ $o000|  §5400
\A_dil{ 2000 [ S| == F s e
| Totals | | | s207900] $1,90020 3, o:éb 0| S4,_9éﬁ[§5j
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3 - Click on Manual Overide to tuggle Y/N and enter Manual Accrual
Then chl:k on 'Update Accruals' below

‘ Cnst Center .33308 Fund Number }QQMH

Cnst 'Eate,gn:nr_';r H ;

acoruals for big $'s amourts month
after month and no expendtures
you are most lkely missing &
completion date for this enrollment.
You will need to change these fo
zern.

; f T
¢ I something VWWRONG? [f you %e\NOVQm

|

f , Cash :éAutumated Manual w Manual

| Mot Expenditures = Accruals Owerride J Accruals

1 | | (YJ"N-) |

Tuly | so00| 8000/ N [s0n0
Lﬂmgust | SG.DDI $0.00 \ ]N ;I$D.DD
September | $0.00 ssn.oo\ . X
October i §0.00|  $0.00| N .IM_] o

|t you wish to change the $755 in Feb. click
the Manual Ovettide to Y for yes and then

‘Tutal Reported Accruals ‘ $3,020.00 f Update Accruals

Diecerm change the dﬂlla;"r:;;?;:ht ta the desired | £0.00

;m;y | $755.00 ] 50 Héﬁ.hb ]
February $0.00 i—ﬁgan N fsooo
March | §0.00| $75500 [N [s000
Apd | soo0| $75500 N [eoc
May ké&oﬁf&ﬁéﬂd N sooo
e | $0.00,  $0.00 [N :f]ﬁsuuuT

| Totals | §755.00 §$3,02000 $0.00

L; click Updste: Acerualsj
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Accruals have been updated!

3 - Click on Manual Overide to toggle Y/N and enter Manual Accrua.l
| Then chtk on ‘Update Accruals’ helow.

.Cust Center 33308 | Fundenher 3321411 ‘Cnst Categury 'N‘

Month 'E C_as:_h .e—iutnmated DM-V :ﬁii MManual
| xpenditures | | Accruals () Accruals

Ef-“— __—'__Em ooé 000 [ oo
seﬁénﬁp;r R 3;_60—0 |'—_$—0_00 N [fsooo
October s000|  s000| N [samm |
&Emmber | —"sﬁ‘ﬁdf*"sﬁ.ﬁd N o
ia&g,mbe{"  wo| soe N fwm
Tmary | $75500  $0.00 [N [s000
February | $0.00 l 75500 fv= [sto000 |
Mar ch /.;fter selecting Update Accruals your scree:r\ “mu” |
Apel | Sl umecwmabe |~ [
May | seiom youmey scectmretancre | [$0.00
i:]_u;m_”\mmth to chanae be_fc.re wou click Ubdiil‘te /.____ !]gu_uu s
| Totals | $755.00 $3,020} N | §1000 005

'Tutal Reported Accruals F $2,365.DOVr ) Update Accruals “
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PARTICTPANT EXPENDITURES AND ACCRUALS
6/12/2003 11:18:10 AM - - T

FOLLOW INSTRUCTI]

Scroll up to view this part of the scresn.
You May now select another participant orll

‘Social Security Number ‘ First Name | Last Name

|
[88-88-888 J‘| STEFFANE [ Duck | Clear SSNNames ]f
. = i - : i

2 Click on one of the Cost Categories heluw to show detail.

; [, | | { | k| T d
| Acion ‘Pr{:gram WIB/Site ‘ NFun]:i | (_éas;ti/ a ntail h]::ntal Adl;cmed
S ___EaI_. _}I_If_l_l_ﬂ — |;-a Scrollup to view this part of the screen. s ‘ XPEIUILIEES
| 2002 | 33308 @ XX15 411 | | Youesnnowsskctanew CostCatio ) gg | $0.90
! — il R b U7 scctuson.  MMOTE Your accruals will be
; | 2002 | 33308 | XX21411 | (| refectedintieTotaisattnebotamotins [y 00 | $119.75
, e —=- = page. — .
| 2002 | 33308 | XX21411 | G /ﬂ).oni $2.70
| | 2002 | 33308 | 21411 | I | s0.00] $27.N $0.00 $27.00
| 2002 | 33308 | XX21411 N | $000|  $75500[$X36500|  $3,120.00
2002 | 3/3308 | XX 21411 X | $0. oo‘; &;129.95! £0.00 | $129.95
Retall | ¥ $0.00 | §54.00|  $0.00| $54.00
Or you can use the Add buttom to add & i T P e —
new CostCet. Donotwarry sboutmakinga [41410 | A | §989.00|  $470.00| $0.00  $470.00
mistake &3 once you heve & Revw line fTor  —— --"”—|~=+'_:"* T el s o s
Cost Cat you will see & delete buttononthe [ 41 410 | | $0.00 [ $156.95|  $0.00 $156 95
left sice upder Action. e ‘ f 7
A41410 | X $0.00|  $12995|  $0.00 $129.95
A 002 | 33308 | YY4140 | ¥ | $0.00] £54.00  $0.00 $54.00
add| [ 2002 [T AT AN I A4
|

$2 0?9 00 51 500.20 ‘.339 365.00 | $4,265.20

} l Totals ' ‘
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